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This schedule applies té\ll Local Government Agencies

Scope ofecordsretention schedule

This records retention schedudeithorizes the destruction/transfer dhe public records of all local government agencies relating to the common functions of the
YIEYyFEAaASYSyid 2F GKS F3aSyoOes FyR Yyl 3SYS gesand Rformakidh rebodr&liOwn edused ia éofunctich withA y |
the other approvedschedules that relate to the functions tife agency

All current approved records retention schedules carabcessed online ahttp://www .sos.wa.gov/archives/recordsretentionschedules.aspx

Disposition of mblicrecords

Public records covered by records series within this records retention scheisiebe retained for the minimum retention period as specified in this schedule
WashingtonState Archivestrongly recommends the disposition of public records at the end of their minimum retention pleridde efficient and effectig
management of local resources.

Public records designated as Archig@érmanent Retentionor NontArchivalo g A G K | NBGSYyGA 2y LISEBNZ Rt & NMbs{rdyod ¢ 2
destroyed Records designated @schival (Appraisal Requiredijust be appraised by the Washington State Archives before dispaditidalic records must not

be destroyed if theyare subject to ongoing or reasonalalgticipatediitigation.{ dzOK LJdz6 f A O NB O2NRa Ydzad oS YIyl3ISR A
procedures for legal hold®ublic records must not be destroyed if they are subject to an existing public reeguasst in accordance witthapter42.56 RCW

{ dzOK LJzof AO NBO2NRA Ydzad o6S YIylFI3ISR Ay | O0O2NRIYyOS 4AGK GKS | 3Syoeqa L
In addition to the nmimum retention requirements specified in this schedule, there may be additional (longer) retention requirements mandaiderdystate
and/or local statutegrant agreement, and/or other contractual obligations.

Revocation of previously issueakcords retention scheduls

All previouslyapproveddisposition authorities forecordsthat are covered byhis retention schedule are revokedncluding those listed in all general and agency
unique retention schedulesocal government agenciehould take neasures tansure that the retention and disposition of public records is in accordance with
currentapproved records retention schedules

Authority
Thisrecords retention scheduleasapproved by the Local Records Committee in accordanceRGW 40.14 10 on May 18 2017.

Signature on File Signature on File Signature on File
For theState Auditor:Cindy Evans For theAttorney General:Matt Kernutt The State ArchivistSteve Egell
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REVISION HISTORY

Version SEUSE Extent of Revision
Approval
Consolidédon of existing records serie@mmon to all local government agenci@®m all local government general scheduled) a single records
December : L - . - - ) : . )
1.0 16.2008 retention schedw. No changes to records series titles, descriptions, retention perididposition authority numbers (DANsY, archival designations
' EXCEPTIOMII duplicateDANshave beerassigned new DANNew series relating to Electronic Imaging Syst@atS) souce documents (DA $0-09-14).
Complete revision dihformation Managementunction. New Records Conversion activity createthrary records seriesransferredfrom Local
Government General Records Retention Schedule (LEGEBiI® 5.0and updated Electronic Information Systems activity completely revised and
20 January 28| placed in Asset Management functiddew archival designations introducedallnew and revisedecords series (Definitions can be found in the
’ 2010 Glossary) Revision numberBave been added to all Disposition Authority Numbers (DAN8sgw sectionRecords with Minimal Retention Valueovers
recordspreviously covered by GSB®2 (which has been discontinuedy SY2 3SR a{ SO2y RI NBE / 2LR ¢ | y R ithnesand
revisedrecordsseries Also emoved extraneougotes about revisions and corrections in all records series
Recordsseriesin the Risk Management/Insurance and Legal sectioogefing accidents/incidents, guardian persian for minors, and claims for
damageyhave been revised. The Industrial Insurange2(NJ ®mder3ation) section has been updated and consolidated, and a new series cove
21 July 29, | LEOFF 1 claims has been addef56001-11 (covering contracts and agreementtig)s been updated to include legal agreements of all kinds, such as
' 2010 liability waivers, hold harmless agreements, insurance waiversTete new series covering agency strategic plans have been af8ldeslv series
covering Superior Court source records @rhihave been reproduced) has been addéd obsolete records series relating to public disclosure reque
has been discontinued
Critical updates based on user feedbéugut. 36 pages removed/7 records series discontinue84 revised, and 8 added 31 existing series relating tc
financial transactions have been consolidated iBtwew series:Financial Transactiong General andFinancial Transactiong Bond, Grant and Levy
29 December PArojects'lsA) gxisting sgrigs relatinq to meetivngs dn;vmalrings nge been consolidated irk@xisting ang4vnevaserie’s.! FVQVI?AQ &sigm’aiﬁ)né,column
' 15,2011 |[rISY2YSR aLUSY WwSHSD2NRE {{/ ROQBE WIS (orheremarkshave beedr RRS R 102 RS a ONAlldookds sériek
relating to puchasing have been moved to Financial ManagerBatrchasing.The Contracts and Agreements section has been updated/enhancec
and a new Training section has been added to cover agprmyided training.(These and many momhangesare detailed inthe Revision Guide.)
November C_omplgte revision- of the A;;et Management functidgfnew ser@g;? series t-ransfe-rred in frgm LGGRRS Vgr;iquB.Qgri_esrevised;and 78series
3.0 29 2012 discontinued. Multiple activities restructured and severagw activities addedincluding ElectiongElected Officials, Initiatives and Referenda)
' Emergency Planning, Response and Recosaad;Local Government LegislatiofAll hangesare detailed inthe Revision Guidg
December Added new serieg3S204-030) to urgentlyaddresshe payment cardsensitive Authentication Daiasue Three additional series adde@$20}4329,
3.1 GS201431, andGS201432); one discontinued (GS201B5); and 1 revised/updated. Also;orrectionsmade to 1L DANrevision numbrso S &3 ¢
18, 2014 . o
n €(All changes are detailed in tlBummary of Changgs
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Version EIS @) Extent of Revision
Approval
3.2 August | One records series modified. GS2a3D renamed-inancial Transactiong Sensitive Cardholder Datand descriptiormodified toincludeprimary
' 20, 2015 | account/credt card number (PANJs well asall Sensitive Authentication Data (SABXclusion®n p.90 & 91 updatedNo Summary of Changes.)

3.3 Oct;(l))leg 2T} Minor revisions to the | 3 & yOe algB38X$HAE | y R RecbridsMihyWihinal Reteyitidvialde (Transitory Recordsectiors.
Complete revision dfluman Resource Managementegal AffairdAgency Management), aritayroll (Financial Management)
IMPORTANTDisposition authority fordgal advice/opinions provided by the agsmattorney (or outside counseaf grantedwith the DAN

May 18 | for therecordsto which the advice relates/hether specified in each individual records series ot iKIPLOY Efefers to any individual

4.0 e . . .

2017 | who performs tasks or assumes responsibilif@sor on béalf of the agencywhether paid or unpaid (e.gappointed,volunteer, contract,
temporary, etc.) This definition appliesnlyin relation to legal disposition authority and doest refer to legal employment statusl6
recordsseriesadded 63 revised;and 98 discontinued (All changes are listed in the Summary of Changes.)

For assistance and advice in applying this records retention schedule,
please contact Washington State Archives at:

recordsmangement@sos.wa.qov

or contact your Regional Archivist,

http://www.sos.wa.gov/archives/
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1. AGENCY MANAGEMENT

The function relatingo the overarching management of the local government agency and its general administration. Also includes managin@tBetagen
interaction with its community, anthanaging itdegal matters.

1.1  ADMINISTRATION (GENERAL)

The activity associated with the d&y-day operations of the agency. Includes stierin records that can be disposed of as part of normal
administrative practice.

DISPOSITION
AUTHORITY DESCRIPTION ECORDS DIEEBEII\ITTOONN:(;\IT?ON DESIGNATION
NUMBER (DAN
GS5601-02 | ADMINISTRATIVE WORKING FILES Destroy when obsolete or ARCHI¥L
Rev. 0 | Subject filexontaining informational copies of variotscords organized by issue, person| superseded elected official, (Appraisal Requireyi
subject, or other areas of interest. executive and department hea NON(EJIS:;ENT'AL
Remarks: Contact your Regional Archivist before disposing of elected official, executive of files are potentially archival
department head files. Records from this series may be selected for transfer to amdgpi@se
at a Regional Archives branch.
GS5001-36 | APPOINTMENT CALENDARS Destroy when obsolete or NONARCHIVAL
Rev.0 | Remarks: Elected officials and department heads may want to retain appointment calendg Superseded NONESSENTIAL
document activities and appointments for a longeripe of time. OFM

1. AGENCY
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1.1  ADMINISTRATION (GENERAL)

The activity associated with the d&y-day operations of the agency. Includes stierin records that can be disposed of as part of normal

administrative practice.

DISPOSITION
AUTHORITY DESCRIPTION EECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
GS5001-12 | Communicationg GoverningExecutivéAdvisory Retainfor 2 years afte ARCHIVAL
Rev.3 Internal and external communications, ioom, and/or on behalf ofi K S | H&gft® ( communication received or (Appraisal Required)
bodies,elected official(s)/executive managemennd advisory bodieshat are made or provided,whichever is later NONESSENTIAL
received in connection with the transaction of public businassl that are not covered by | then OFM
a more specific records series Transferto Washington State
Includes all communication types, regardless of format: Archivesfor appraisal and
1 Correspondence, email; selective retention
1 Web sites/forms/pages, social netwking posts and comments, etc.
Includes, but is not limited to:
1 Agencyinitiated information/advice
1 Communications sent or receigt by support staffadministrative assistants
communications stafietc.)on behalf of the executiver governing/advisory member
1 Requests for and provision of information/advice.
Excludes
1 Non-executive communidéons covered by DAN GS206Q201;
1 Publicrecords regiests covered by DAN GS2a014;
1 The provision of routine information covered by DAN GB82®M1.
b203SY LYF2NXYIFGA2YyklF ROAOS Lzt AAKSR 2yf A
date it is removed/withdrawn.
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Local Governmen€anmon Records Retention Schedule (COF

Version4.0 (May 2017)

1.1  ADMINISTRATION (GENERAL)

The activity associated with the d&y-day operations of the agency. Includes stierin records that can be disposed of as part of normal
administrative practice.

DISPOSITION
AUTHORITY
NUMBER (DAN

DESCRIPTION ECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS201001
Rev.3

Communications; Non-Executive

Internal and external communications to or fraeamployeegincludes contractors and
volunteers), that & made or received in connection with the transaction of public busin
and that are not covered by a more specific records series.

Includes all communication types, regardless of format:
1 Correspondace, email;
1 Web sites/forms/pages, social networking posts and comments, etc.

Includes, but is not limited to:

1 Requests for and provision of information/advice;

1 Agencyinitiated information/advice.

Excludes:

1 Communications sent or received by supportfistan behalf ofthe executive or

governing/advisory member, which are covered elsewhel@@REsuch as GS501-12)
and sector schedules

1 Governing/Executive/Advisory communicatiatsered by DAN G8-01-12;
1 Public records requests covered by DAN GS201)
1 The provision of routine information covered by DAN GG&01.

b203SY LYF2NXYIFGA2YyklF ROAOS Lzt AAKSR 2yf A

date it is removed/withdrawn.

Retainfor 2 years after

communication received or

provided,whichever is later
then

Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

1. AGENCY
MANAGEMENT
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1.1 ADMINISTRATION (GENERAL)
The activity associated with the d&y-day operations of the agency. Includes stierin records that can be disposed of as part of normal
administrative practice.
DISPOSITION
AUTHORITY DESCRIPTION EECORDS DIZIEBEII\ITE?NN:CIZ\IT?ON DESIGNATION
NUMBER (DAN
GS5606F03 | Informational Reports Compiled for Agency Use Retainuntil no longer needed ARCHIVAL
Rev.1l Reports created by agency staffiere not covered by a more specific records series in G for agency business (Appraisal Reuired)
or sector schedules then NON(E)IS:;ENT'AL
Transferto Washington State
Archives for appraisal and
selective retention.
GS56001-39 | Project FilegMiscellaneous) Retainfor 6 years after ARCHIVAL
Rev.l Records relating to agency projegthere not covered by a more specific records seiiies | completion of project (Appraisal Required)
CORE or sector schedules then NON'(EDSPSRENT'AL
Transferto Washington State
Archives for appraisal and
selective retention.
GS56001-32 | Research/Program Reports, Studies, Surveys, Models, and Analyses Retainuntil no longer needed ARCHIVAL
Rev.l Research/program reports, studies, surveys, models, and analys&e not covered by a | for agency business (Appraisal Required)
more specific recordseriesin CORE or sector schedules then NONEIS:;ENT'AL
Excludes reports covered §52012028and data extracts/printouts covered by GSB® | Transferto Washington State
04. Archives for appra& and
selective retention.
1. AGENCY
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1.2 AUTHORIZATION/CERTIFICATION
The activity of théocal government agency seeking authorization/approvainfregulating authoritieselating to its general functions, mission, or
operations, whereegulatedby federal, state or local laar court rule Excludes the granting of approgsithe local govenment agency acting in a
regulatory capacity, which is covered in sector schedules.
DISPOSITION
AUTHORITY DESCRIPTION ECORDS DISEB@TTT?NN:CNT?ON DESIGNATION
NUMBER (DAN
GS5001-42 | Authorizations/Cerifications ¢ Agency Management Retainfor 6 years after NONARCHIVAL
Rev.2 Records relating ticenses, permits, accreditations, certifications, inspections, and othe authorization superseded or ESSENTIAL
authorizationsacquired by the agencin relation to itsgeneral functions and operations |terminated OPR
where not covered by a more specific mrds series.Includes authorizations required by | and
and/or received fronregulating authorities (local, state, federal agencies and/or courts)| conditions of authorization
Includes applications, confirmations, correspondence, violations/correctiepsyts, etc. satisfied
Includes, but is ndimited to: viil_nac:ions if anv) corrected
1 Airport operating certifiates (United StateBederal Aviation Administratiod4 CFR § then ( y)
139);
1 Animal control registration (Board of PharmaBgCW 69.50.3130 Destroy.
1 Animal exhibitor/importer/rehabilitation licenses, registrations and permits (U.S.
Department of Agriculture, Center foiid@ase Control, U.S. Dept. of Fish and Wildlife)
1 Drug Enforcement Agency (DEA) license to acquire/dispense drugs;
1 Transportation (trains, light rail, ferries, school buses, et&.$( Dept. of Transportation,
Title 49 CFR
1 Temporary permits and licenses (food and é&&ge, public gatherings, etg.)
12 2NJ] SNE Q / 2 Y-In3srgned Qertifi2afioVJAE 2IBL5-021).
Excludesecords coveredy
1 Authorizations/CertificationsHazardous Materials (DAN GSBEMV-04);
1 Capital Assets (Real Property) (DAN @858%06) (land division permits, etc.).
IMPORTANTEXxcludeswthorizationsgrantedby the local government agensych agpermits,
certificates, licenses, etéwhich are covered in sector schedles
1. AGENCY



http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr;sid=808cd0089f3b2c95c2224b8e59e89a22;rgn=div5;view=text;node=14%3A3.0.1.1.14;idno=14;cc=ecfr
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr;sid=808cd0089f3b2c95c2224b8e59e89a22;rgn=div5;view=text;node=14%3A3.0.1.1.14;idno=14;cc=ecfr
http://apps.leg.wa.gov/rcw/default.aspx?cite=69.50.310
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?sid=801718c8c2c885b3ecc39c7b30b4ead3&c=ecfr&tpl=/ecfrbrowse/Title49/49tab_02.tpl
http://app.leg.wa.gov/wac/default.aspx?cite=296-15-021
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1.3 CHARTER, JURISDICTION AND MISSION
The activity okstablishingdocumenting and determining K S £ 2 OF £ 3 2 ¢ZcBaNgf, YuSsdiction laril $nigsiba. (Edcludes records covere
the Meetings and Hearings section.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEgEII\IT-II—g)NN :CNT'?ON DESIGNATION
NUMBER (DAN
G2012015 | Agency Identity/Brand Retainuntil no longer needed ARCHIVAL
Rev.0 [wSO2NR&a NBflGAy3d G2 GKS RS@St2LIVSyd I y|foragency business (Appraisal Required
printed materials, web pages, signs, badges, banners, etc. then ESSENTIAL
May include, but is not limited to: Transferto Washington State OPR
1 Design of symbols, logos, emblems, etc.; Archives for appraisal and
1 Determination of mottos, slogans, school colors, mascots, etc.; selective retention.
1 Establishment bprogram names, etc.;
1 Public participation in the decisiemaking process.
Excludes the naming of buildings, roadsgdbeis, and other asset®vered byGS2012032
Excludes intellectual property ownership records covereGB2012030.
GS5001-37 | Census Records from the State Office of Financial Management Retainuntil no longer needed ARCHIVAL
Rev.1 |Note: This record is retained permanently byGfifice of Financial Management in accordang for agency business (Appraisal Required
with its records retention schedule. then NONESSENTIAL
Transferto Washington State OFM
Archives for appraisal and
selective retention.
GS5605A01 | Charter and Bhaws ¢ Adopted Retainuntil superseded ARCHIVAL
Rev.1 |Official, adopted charter and/or bgws defining the scope of the agency andiights, then (Permanent Retention)
NBalLR2yaArAoAtAGASAT FyR | dziK2NXGeés I -ghdking: | Transferto Washington State ESSENTIAL
bodies (councils, commissions, committees, etc.). Includes Associated Student Bodie{ Archives for permanent OPR
retention.
1. AGENCY
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1.3 CHARTER, JURISDICTION AND MISSION

The activity okstablishingdocumenting and determining K S £ 2 OF £ 3 2 ¢ZcBaNgf, YuSsdiction laril $nigsiba. (Edcludes records covere
the Meetings and Hearings section.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE(T)E'I\'TTSNN AACNT?ON DESIGNATION
NUMBER (DAN
GS5005A07 | Charter and Bylawsg Development Retainuntil no longer needed ARCHIVAL
Rev.1 [wSO2NRa&a NBflIGAy3d G2 O KkBartdR&dIS by_MgdSining the T |for agency business (Appraisal Required
scope of the agency and its rightssponsibilities, and authority, and including written rull then NONESSENTIAL
F2N G§KS I 3 Snaking iddies RQubBcisachr@myissions, committees, etc.). Incll Transferto Washington State OFM
Associated Student Bodies (ASB). Archives for appraisal and
Excludes ampted charters and bylaws covered by GS5&-01. selective retention.
GS56016-09 | Jurisdictional Boundary, Official Retainuntil no longer needed ARCHIVAL
Rev.1 Officialdocumentation of theagenc® &  jursdictiohal boundarychanges to its bouraty | for agency business (Permanent Retention)
(including annexation or incorporatiprandrelatedrecords documenting locations and then ESSENTIAL
LK&aAOlt TSIHGdNBa sAlGKAY GKS | 38y OeQa |Transferto Washington State OPR
Records majnclude but are not limited to: Archives for permanent
1 Drawings,maps,photographs(prints, slides negatives, digital imge$, aerial photos; retention.
1 Surveys, land survey field books;
1 Geological data/geotechnical reports.
Excludes records that are:
1 Site-specific to real property assets owned by the agency and covered by(58855;
1 Held bythe county engineerand covered byGS2012031;
1 Goveredin the County AssessgCounty Auditor& Land Use Plannirend Permitting
sector schedules
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Local Governmen€anmon Records Retention Schedule (COF

Office of the Secretary of State Version4.0 (May 2017)
Washington State Archives

1.3 CHARTER, JURISDICTION AND MISSION
The activity okstablishingdocumenting and determining K S £ 2 OF £ 3 2 ¢ZcBaNgf, YuSsdiction laril $nigsiba. (Edcludes records covere
the Meetings and Hearings section.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE(T)E'I\'TTI'(;)NN AACNT'?ON DESIGNATION
NUMBER (DAN
G%2-03A05 | Jurisdictional Boundary, Development Retainfor no longer needed for, ~ ARCHIVAL
Rev.1 Records relating tthe development and/oproposal ofmodifications/changes tthe agency business (Appraisal Required)
agency jarisdictional boundaryifcluding annexation or incorporatipnincludes requests, then ESSENTIAL
proposals, processocumentation, relateccommunicationsetc. Transferto Washimgton State OPR
Excludesecords covered by GSEBA 13, Meetingsc Governing/Executive Arcl:hlv_es for appraisal and
Excludes official boundary documentation covered285016-09. selective retention.
GS5018-38 | Jurisdictioral Reference¢ Maps, Drawings Photographs Retainfor no longer needed for,  ARCHIVAL
Rev.1 Maps, drawings, and/or photographs that providgerenceinformation onland use agency business (Appraisal Required)
conditionsand physical featureg A 0 KAy G KS | 3Sy Oe&r farep@reddid 4| then ESSENTIAL
collected by the agenand usedor staff referenceandor public information. Transferto Washington State OFM
Records may include, but are not limited to: Archives for appraisal and
1 Drawings, maps, photograpkisrints, sldes, negatives, digital images), aerial photos; | Selective retention.
1 Surveys, land survey field books;
1 Geological data/geotechnical reports.
Excludesecords coeredmore specificallyin CORBr sector schedules such eecords that
are:
1 Related to projects covered in theand Use Plannirggctor schedule;
1 Site-specific to real property assets owned by the agency and covered by(58855;
1 Held by the county engeer and covered b§S2012031
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1.4 COMMUNITMAND EXTENALRELATIONS
¢CKS OGA@GAGE 2F GKS 20t 3A2@0SNYyYSyid F3SyoeQa AYyuGSNIOGA2Yy gAGK
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE(-I;?I\IT-II—g)NN :CNT?ON DESIGNATION
NUMBER (DAN
G2011-165 | Advertisingand Promotion Retainuntil no longer needed ARCHIVAL
Rev. 0 |Records relating to the planning and/or execution of educational or promotional events for agency business (Appraisal Required)
campaigns, and contests conducted by the agency to prom@e th ISy O& Q& Y| then NON'(E)SPSRENT'AL
business Transferto Washington State
Archives for appraisal and
selective retention.
G2011-166 | Awards and Recognitions Retainuntil no longer needed ARCHIVAL
Rev.0 | Records documenting international, national, and other significant awards and recognil for agency business (ﬁrgﬁ'éggg\'ﬁﬂkl
received bythe agency in relation to its functions and assets. then _ OFM
Includes, but is not limited to: Lansterie Washington State
1 Awards (design, efficiency, sustainability, etc.) for agewged buildings, monumest nl: |\t/_es 02 anptprr?lsa a
bridges, dams, and features (archeological, geographical or topological), etc.; selective retention.
1 Recognition for web site or electronic information system designs, transit
efficiency/service, customer service excellence, etc.
Excludes artifacts (plaques, trophies, etc.)
G2011-167 | Charity Fundraising Retainfor 6 years after end of | NONARCHIVAL
Rev.0 |[wSO2NR&a R20dzySyiliAy3a GKS 3SyoOeqQa 022 NR|fiscal year NONESSENTIAL
charity fundraising campaigns, including promotion of employee payroll demhscti then OPR
Includes, but is not limited to: Dedroy.
1 Decision process for selecting charity campaigns to support;
1 Canmunication between the agency and charities;
1 Dissemination of charity information;
1 Arrangements and promotion of campaign events.
Excludes authorizations of payroll deductions covered by GSEQ1.
1. AGENCY
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1.4 COMMUNITMAND EXTENALRELATIONS
¢KS | OGAQGAGE 2F GKS f20Frf 3I2@8SNYYSyid F3SyodeQa AYyGSNIOlAz2y 6AGK
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS D|§E(T)§l|\ITT|gNN :CNT?ON DESIGNATION
NUMBER (DAN
GS5001-09 | CitizenComplaints/Requests Retainfor 3 years after matter | NONARCHIVAL
Rev.2 Communications from citizens making a complaint or request, as well as the associate| closed NONESSENTIAL
agency responselncludes community mediation/dispute rekition recordsrelating to then OFM
routine issuesvhere not coveretdy a more specific records series Destroy.
Excludes records coveredbre specificallyin CORBr sector schedulesuch as
1 Claims for Damages (DAN G$86010);
1 Gode Enforcement (DA S2012026);
1 Contracts and Agreeme&n(General) (DAN GSBQ-11);
1 Public Disclosure/Records Requests (DAN GEAA)0
1 Social servicélescovered in theSocial Services Records Retention Schedule
GS®B-06F07 | Media Releases and Coverage Retainfor 2 years after end of ARCHIVAL
Rev.1l Records relating tanedia coverage (television, radio, newspapers, internet, efdhe calendar year (Appraisal Required)
I 3 S ydot&vified and accomplishments. then NONCE)IS:;ENT'AL
Includes, but is not limited to: Transferto Washington State
1 Audio/visual recordings/trans@ts of press conferences, speeches, etc., by the head Arch|v_es for appra|sal and
the agency or senior executives; selective retention.
1 Copies of guest editorials written by the head of the agesrcsenior executives
1 Copies 6news clippings/media coverage;
1 Interactionswith the media (press/news feases issued by the agency, etc.).
OEQOf dzZRS& AYTF2NXNIGAZ2Y LINRPGARSR 2y GKS |
Ad NBGFAYSR | 002 NRincyorandp@rposeKS Ay F2NXIF (A
1. AGENCY
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1.4 COMMUNITMAND EXTENALRELATIONS
¢CKS OGA@GAGE 2F GKS 20t 3A2@0SNYyYSyid F3SyoeQa AYyuGSNIOGA2Yy gAGK
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS D|§|E(T)§'|\ITT|§NN :CNT?ON DESIGNATION
NUMBER (DAN
G2011-168 | Proclamations Retainfor 6 years after issued ARCHIVAL
Rev. 0 Proclamations issued by the mayor, commissioner, or elected executive on behalf of tf then (Appraisal Required)
local government agengwhere not included in the minutes or meeting packet of the Transferto Washington State NON'(E)SPSRENT'AL
F3Sy0eQa 3I2P0SNYAyYy3d o062Red Archives for appraisal and
selective retention.
G2012016 | Public Notice (Official) Retainfor 6 years aftenotice NONARCHIVAL
Rev 0 Records documentingublicnotices published or posted by thecal governmenagencyin | published NONESSENTIAL
order to inform the general public of its actions, decisions, or servicedudes all public or OPR
notices, whetheiposted voluntarily orequired by statutewhere not covered by a more |6 years aftepublishedevent
specificrecords series completed,whichever is later
Includes, but is not limited to: then
1 Affidavit of mailing, posting or publishing; Destroy.
1 Notices of agency eléons, ordinancesauction,public meetings/hearings, etc.
Excludes notices covered more specificallg@RBr sector schedulesuch as public
notices relating to bids and proposals covered by GE501 and GS508A11.
GS5001-30 | PUBLIC OPINION POLLS Retainuntil no longer needed ARCHIVAL
Rev. 0 for agency business (Appraisal Required)
then NONESSENTIAL
Transferto Washington State OFM
Archives for appraisal and
selective retention.
1. AGENCY
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1.5 CONTRACTAGREEMENTS
The activity of managing contracts and agreements entered into by the local government agepeycasdes involved in the development of such
contracts and agreements.
AUTHORITY. DESCRIPTION OF RECORDS _RETENTIONAND | pegiyamion
NUMBER (DAN
GS2011169 | Contracts and Agreements Capital Assets (NorReal Property Retainfor 6 years after NONARCHIVAL
Rev.2 Records relating to agreemertgtweenthe agency and one or more parties that set out | completionof transacton ESSENTIAL
terms and conditions to which the signing parties agree or submit, and that relate to cg or OPR
asset ownershiphut do not establish, alter,or abolishreal propertyownership Includes |6 years aftetermination/
negotiationschange orderscompliance monitoring, etc expiration of instrument
Includes, but is not limited to: or S
1 Puchase and sales agreements (h@al property only):; 6 years after disposition of ass
1 Bond,grant and levy project contracts/agreements (rezal property only); (if asset owned by agenky
1 Building construction and improvements; whichever is later
1 Rightsof-way andor easementgranted to(received bythe agency then
1 Franchisegrrantedto (received bythe agency Destroy.
Excludes contractagreements coverethore specificallyn CORIBr sector schedulesuch
as
1 Capital Assets (Real Propert®®)AN GS5B5A06) (for real propertyagreementsrights
of-way/easements granted by the agency, gtc.
1 Financial TransactiondBond, Grant and Levy Proje(»AN GS201183);
1 Franchise RequestsGranted by AgendDAN GS505A:10).
Note:Bondtransactiors arecompleted when the final bond payment is made.

1. AGENCY
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1.5 CONTRACTAGREEMENTS

The activity of managing contracts and agreements entered into by the local government agepeycasdes involved in the development of such
contracts and agreements.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;E'I\ITTlg)NN AACNT?ON DESIGNATION
NUMBER (DAN
GS5001-11 | Contracts and AgreementsGeneral Retainfor 6 years after NONARCHIVAL
Rev.4 Records relating to agreements betwetite agency and one or more parties that set out | completion of transaction o8 ESSENTIAL
terms and coniions to which the signing parties agree or subraitd that do notestablish,| years aftetermination/ OPR
alter, or abolish ownership of capital assets. expiration of instrument
Includes, but igot limited to: coverage
1 Memoranda of understanding (MOU); then
1 Negotiations final/initial agreementschange orders, amendments, addenda Destroy.

1 Compliance monitoring;
1 Legal interpretations, ediation,arbitration, etc.

Catracts/agreementdnclude, but are not limited to:

1 Bonds (fidelity/surety coverage, performance/vendor, elected & appointed official, e

1 Customer account authorizations (automatic payments, ongoing discoetoty;

1 Employee use gfersonallyowneditems for workrelated purposes (weapon, vehicle,
ergonomicequipment Personal Protective Equipment [PPE], cell phone, laptop, etc.

1 Human resourcegiglegation of authorityemployee/employment, etc.). Doesiot
include retirement verificabn recordscovered byGS2017009,

1 Inter-agency, intraagency, intergovernmental, intelocal agreements;

1 Labor relations (collective bargaining, Public Employer Relations Commission (PER
filings, etc.) Doenot include employee grievances;

1 Lease, escw, and rental agreements;

1 Lending agreements (facility, equipment, vehicle, etc.);

1 Liability waivers (hold harmless, insurance, etc.);

1 Loan agreements (lontgrm debt, etc.);

Continued . ;
1 Master depository contragtbanking) Continued Next Pag

Next Page

Continued Next
Continued Next Page Page
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1.5 CO

NTRACTSGREEMENTS

The activity of managing contracts and agreements entered into by the local government agepeycasdes involved in the development of such
contracts and agreements.

1 Purchase and sales agreements ({oapial asset purchases only);
1 Retirement investment portfolios (for agencies operating their own pension systems
1 Warranties.

Excludegontractsiagreements covered more specificallyd@RBr sector schedules such
as:

1 Employee Retirement/Pension Verificati@ ANGS2017009);

1 Financial TransactionsBond, Grant and Levy Proje(@AN GS201183).

Note: Pursuant tRCW 4.16.04Qhe statute of limitations for the commencement of actions
uLl2y I O2y (NI Ol GaX2NJtAFOAfAGE SELINBaa 2|

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;E'I\ITTlg)NN AACNT?ON DESIGNATION
NUMBER (DAN
GS5001-11 | Gontracts/agreements include, but are not limited to: Continued From Previous Pag  Continued From Previous Page Continued From
Continued | 1 Ongoing exemptions/discounts/rate reductions (utilities, property taxes, etc.); Previous Page
From Previous q Professional and client serviges
Page

G2012017 |FranchiseRequests; Declined Retainfor 6 years afterequest | NONARCHIVAL
Rev.0 |Records relating to franchisequest proposalsubmitted toor requestedby the local declined NONESSENTIAL
government agencwhere the request is not grantedincludes review, development, then OPR
negotiations, and related communications. Destroy.
Excludes frachises grantetby the agency, which are covered by GSER10.
Excludedranchises grantetb the agency, which are covered ®52011169.
Pagel9of 196
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Local Governmen€anmon Records Retention Schedule (COF

Version4.0 (May 2017)

1.5 CONTRACTAGREEMENTS

The activity of managing contracts and agreements entered into by the local government agepeycasdes involved in the development of such
contracts and agreements.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;E'I\ITTlg)NN AACNT?ON DESIGNATION
NUMBER (DAN
GS5005A10 | FranchiseRequests; Grantedby Agency Retainfor 6 years after ARCHIVAL
Rev.l Recordselating tofranchise agreementgranted bythe local government agen@flowing | termination or withdraval of (Permanent Retention)
the use of public streets, bridges or other public ways, structures or places above or b¢ franchise agreement ESSENTIAL
the surfaceof the ground, for the provision of public services (such as utilities [gas, then OPR
electricity, water, sewer, etc.], railroads, telecommunications, and other activities) in | Transferto Washington State
accordance withRCW 35A.47.04énd/or RCW 80.32.010ncludes review, development, | Archives fopermanent
negotiations, final agreement and related communications. retention.
Excludes franchisggantedto the agency, which are covered ®52011169.
1. AGENCY


http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.47.040
http://apps.leg.wa.gov/rcw/default.aspx?cite=80.32.010

Office of the Secretary of State

Washington State Archives

Local Governmen€anmon Records Retention Schedule (COF

Version4.0 (May 2017)

1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)

The activity of administering all electioother than those administered by the County Audit@which are overed in the County Auditor Records

Retention Schedule Includes official notifications of election results issued by the agency and/or received from the County Auditoregyutétiag
authority, and oaths of office taken by electadd appointedofficials.

DISPOSITION
AUTHORITY
NUMBER (DAN

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

G2012018
Rev.l

Certification of Electiorg By Regulatory Agency
Agency copy of electioredification documenation issuedby a regulatory agencyn
accordance with federal, state or local lawncludes certifications @flected officials (schog
board, city council, chief of police, judgeosecuting attorney, etc.), bonds, levies, etc.
Includes, but is not limited taertifications of
1 Regular and special electi®held in accordanogith Title 29 RCVend certified by the
| 2dzy & | dzRA G 2 NI 6/ 2dzyié& | dzRA G2 Nl OS NI
t SNXYIySyid wSGdhinfyiAudior RecakdyetefitiEnSSchedu)e
1 Educational servicdistrict board and regional committee member elections held by th
Superintendent of Public Instruction (OSPI) in accordanceRaV 28A.31080).
6h{tLQad OSNIATFTAOIGAZ2Y NBO2NRa INB RSa
1 Conservation District election®rtified by the Washington State Conservation
Commission (WSCC) in accordance Ri@W 89.08.11D 062 { / / Q& OS NI A
RSAAIAYI GSR a! NOKAGIt ¢ Ay Ada NBO2NRaA
Excludes:
1 Election administration records covered by GS202Q;
1 Certificationof electionscertifiedby the local geernment agencywhich are covered by
GS2012019;

1 County Auditor records covered in t@ounty Auditor Records Retention Schedule

Retainuntil no longer needed
for agency business

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)
The activity of administering all electioother than those administered by the County Audit@which are overed in the County Auditor Records
Retention Schedule Includes official notifications of election results issued by the agency and/or received from the County Auditoregyutétiag
authority, and oaths of office taken by electadd appointedofficials.

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN DISPOSITION ACTION

GS2012019 | Elections; Held and Certified by the Local Government Age(©fficial Results) Retainfor 6 years after end of ARCHIVAL
Rev.l Core official documentation and certifiban of electionsheld and certifiedby the agency. |calendar year (Appraisal Required
Records include, but are not limited to: ) ) then _ ES(SDIE:::TIAL
M{FLYLXtS oltftft204s G20SNARQ LI YLK SGaT ContactWashington State
1 Tabulated votes; Archives for appraisal and
1 Certification of election. selective retention.

Elections include, but are htmited to:

1 Irrigation District elections held pursuant RCW 87.03.075

1 Associated Student Body (ASB) officer elections held pursu&TW 28A.325.020
1 School Board President elections held pursuarR@V 28A.330.010

1 Executive Committee elections.

Excludes County Auditor records coverethiCounty Auditor Records Retention Schedy

Excludes gencyheld elections administration records covered 6%2012020.

GS2012020 | Elections; Held by the Local Government Agency (Administration) Retainfor 1 year after NONARCHIVAL
Rev. 0 |Internal adninistration of electiongield by the local government agency. certification of election NONESSENTIAL
May include, but is not limited to: then OPR
1 Voter eligibility and challenges to voter eligibility; Destroy.

1 Voted ballots, tally sheets;
1 Working files.

Excludes County Auditor records covered in@uainty Audidr Records Retention Schedul
Excludes official election results documentation covere@GBR012019.

1. AGENCY
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http://apps.leg.wa.gov/RCW/default.aspx?cite=89.08.110
http://apps.leg.wa.gov/RCW/default.aspx?cite=89.08.110

S n S Local Governmen€anmon Records Retention Schedule (COF

Office of the Secretary of State Version4.0 (May 2017)
Washington State Archives

1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)
The activity of administering all electioother than those administered by the County Audit@which are overed in the County Auditor Records
Retention Schedule Includes official notifications of election results issued by the agency and/or received from the County Auditoregyutétiag
authority, and oaths of office taken by electadd appointedofficials.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBE'I\ITTSNN AACNT?ON DESIGNATION
NUMBER (DAN
GS201021 | Initiati ve, Referenda anéRecall Measurs Retainfor 6 years after ARCHIVAL
Rev. 0 Records relating to the administrative management of initiatives, referenda, and recall | certification of election or (Appraisal Required
measures filed with the agency determination of signature NONI(E)SPSRENTIAL
Includes, but is not limited to: insufficiency
{ Petitions signed by citizens; then .
1 Outreach, voter pamphlet input; Transferto Washington Stat
1 Plannig files, legal opinions; Archives for appraisal and
1 Related communications. selective retention
Includes, but is not limited to, initiative, referenda, and recall measures:
1 Passed by voters;
1 Rejected by voters;
1 Where equisite number of signatures is not sufficient to place on ballot.
Excludes elections records covered@$2012018, GS201P19, and GS201220.
GS%0-05A15 | Oaths Of Office; Filedor Recorded with County Auditor Retainfor 6 years after end of | NONARCHIVAL
Rev.l Agency copy of official oaths of office taken by elected and appouffezialswhich have |term of office or appointment | NONESSENTIAL
been filed or recorded with the County Auditor. then OPR
Excludes oaths of office covered G$2012023. Destroy.
Note: All documents filed and/or recorded with the County Auditor are designated Archiva
County Auditor Records Retention Schedu

1. AGENCY
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1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)
The activity of administering all electioother than those administered by the County Audit@which are overed in the County Auditor Records
Retention Schedule Includes official notifications of election results issued by the agency and/or received from the County Auditoregyutétiag
authority, and oaths of office taken by electadd appointedofficials.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;EII\ITT?NN:CNT?ON DESIGNATION
NUMBER (DAN

GS2012023 | Oaths Of Office; Not Filedor Recorded with County Auditor Retainfor 6 years after end of ARCHIVAL
Rev.l Official oaths of office taken by elected and appointed officidlich havenot beenfiled or |term of office or appointment | (Permanent Retentiop
recorded with the County Auditor. then ES?;EI;TIAL

Transferto Washington State
Archives fopermanent
retention.
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1.7 EMERGENOANNING, BESPONSRECOVERY
The activityof the agency responding to naturaian-made and technologylisasters and emergencies
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5006A-02 | Backupdor Disaster Preparedness/Recovery Retainuntil no longer needed | NONARCHIVAL
Rev.1 |(w2dziAyS> OeOft AOFft ol O1dzLlJa 2F GKS I 3Sy O|foragency business ESSENTIAL
disaster preparedness and recovery. then OFM
Destroy.
GS2012024 | Emergency/Disaster Preparedneg<ontactinformation Retainuntil obsolete or NONARCHIVAL
Rev.l Personal contadnformation compiled to facilitateontact in the event of an emergency o superseded ESSENTIAL
natural disaster. Includemmployeesstudents volunteers etc then OFM
Includesput is not limited to: Destroy.
1 Medical information (provider name, blood type, allergies, ADA requirements, etc.);
1 Personal contact informain (cell’/home phone, email address, etc.);
1 Physical pickip information (for students/minorsetc).
GS5014-03 | Emergency/Disaster Preparedness and Recovery Plans Retainfor 6 years after obsoletf NONARCHIVAL
Rev.2 | Emergency and disaster preparednesspanse, and recovery plans prepared for any as| OF superseded ESSENTIAL
2F GKS F3Synd@sets2 LISNI GAR2Y & then OPR
Also includes, but is not limited to: Destroy.
1 Employee emergency plans and fire prevention plans prepared in accordance with
WAC 29&4-567,;
1 Essential records lists.
Excludes hazardous materials/dangerous waste management plans covered by&%60
1. AGENCY
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1.7 EMERGENOANNING, BESPONSRECOVERY
The activityof the agency responding to naturaian-made and technologylisasters and emergencies
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5018-29 | Emergency/Disaster Responsecoveryg Uncommon or Major Retainfor 6 years after matter ARCHIVAL
Rev. 1 Records relating to actions taken by the local government agency in responsedmmon | resolved/recovery complete | (Appraisal Requird)
or major natural or manmade diséars/emergencies (storms,dbds, fires, esthquakes, then NONESSENTIAL
terrorism, etc.) where the agency deploys neroutine proceduresmobilizesspecial Transferto Washington State OPR
resourcesrequiressignificantoutside assistancand/or where normal agency operations | Archies for appraisal and
are suspended or significantly disrupted selective retention.
Includes, but is not limited to:
1 Emergency operations center activities and communications;
1 Invocation of mutual aid or interlocal agreements with adjoining lagédddglictions;
1 State of Emergendglisaster damageleclaration;
1 Federal Emergency Management Agency (FEMA) claims;
1 Actions implemented tgrotect life, property,public peace, the environment, and/the
economic base of the community;
1 Protection, recoveryred repair of agency or community assets.
Excludes emergencies&ahsters involving hazardous materials/dangerous waste covere(
GS2014177 or GS50.9-15.
GS201025 | EmergenciDisaster Response/Recovery Routine or Minor Retainfor 6 years after matter | NONARCHIVAL
Rev.0 |Records relating to actions taken by the local government agency in respormgitee or | resolved/recovery complete NONESSENTIAL
minor natural or manmadelisastersémergencies leaking pipes/floodingsnow closure, then OPR
vandalism etc.)where the agency manages the recovery with minimal assistance and/d Destroy.
disruption to normal agency operations
Excludegmergencieddisasters covered b§S5018-29,GS2011177 or GS5019-15.
1. AGENCY
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LEGAIAH-AIRS

The activity of providing legal counsel and managing litigation for the local government agency. Includes internal @adautsel.

IMPORTANT/ NAYAY Lt | yR OA@GAIKSO BSR4 BA 2FK A1y So O [HdARSGBIT aeRodryed i ERioZecufing]
Attorney Records Retention Schedule

DISPOSITION
AUTHORITY DESCRIPTION OEGFORDS DIEIE(BI;II\IT-II-g)NNAACII\IT?ON DESIGNATION
NUMBER (DAN)

GS5202-01 |Attorney General Opinions Retan until no longer needed | NONARCHIVAL
Rev2  |Formal opinions issued by the Washington Attorney General in response to reyebe |for agency business NONESSENTIAL
county prosecuting attorney. then OFM

Note: Opinions issued by the Office of the Attorney Generidasignated Archival in ti@ffice |Destroy.
of the Attorney General Records Retentiazh&dule

G2011171 | Civil Rights; Compliance

Retainfor 6 years after end of | NONARCHIVAL

Rev.1 wSO2NRA& NBfFGAYy3a G2 u K S 3SyOeqQa STTF2 NJcalendar yeaand no longer NONESSENTIAL
governingemployeei &hdi KS ISy SN Lidzo £ A OQa OA @At |needed for agency business OPR
Includes, but is not limited to: then
1 Agreements, surveys, reports; Destroy,.

1 Meeting and training materials;

1 Notifications and communications.

Excludesecords covered hy

1 Civil Rights Compliance (Section 504 Accommodations) (DANGSED);
1 Civil Rights Violation Complairfi©85 and EarliePANGS5604G04);

1 Civil Rights Violation Complaints (1986 and Later) (G32017012).

1. AGENCY










































































































































































































































































































































































































































